Letter Tracker Form

[bookmark: _GoBack]Use this form to track when you send a letter to a company or organization. This form will help organize what letter you are sending, so you don’t send the same letter twice to the same organization. Below is a sample entry. 


	Letter Sent Date
	Position / Job Title
	Letter Type
	Who: First, last Name and Title
	Contact Info (email, phone number)
	Company
	NOTES

	3/2/19
	Jedi Trainee
	Thank you, Job Inquiry, Cover letter
	Yoda King, Wisdom President
	Yoda@email.com, 123-456-7890
	Cave Inc.
	Emailed letter, instead of regular mail

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



